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Department of Defense Instruction

SUBJECT Requisitioning of Printing, Duplicating, and Reproduction Work
(DD Forms 843 and 844)

T1. PURPOSE

It is the purpose of this Instruction to prescribe forms for Department
of Defense-wide uniform use in requesting printing, duplicating, and
reproduction work in order to eliminate more than a thousand forms
presently being used.

IT. SCOPE

The forms prescribed herein are in addition to DD Forms 282 and 283
(Defense Printing Service Requisition and Defense Printing Service
Requisition - Short Run, respectively), and Standard Form 1 (Requi-
sition for Printing and Binding), and, where a form is deemed neces-
sary, will be used for requesting printing and duplicating work from
all except industrially funded printing and duplicating facilities.

ITI. FORMS

The forms listed below (copies attached) are hereby standardized for
use by all elements of the Department of Defense to replace all mili-
tary departmental or lower echelon forms used for requesting printing,
duplicating, and reproduction work from printing and duplicating
facilities (excepting such of those facilities as are industrially
funded). The forms prescribed herein will be used immediately upon
depletion of supplies of existing forms used for these purposes, or,
if desired, a department may obsolete its present stocks of such forms
and use these prescribed forms as soon as they are available:

Requisition for Printing and Binding Service, DD Form 843
Requisition for Local Duplicating Service, DD Form 84}

Iv. IMPLEMENTATION

This Instruction will be implemented effective 1 July 1955. Two (2)
copies of departmental implementing issuances will be furnished the
Agsistant Secretary of Defense (Comptroller) by 1 September 1955.

M

We Jdo McNeil
Assistant Secretary of Defense (Comptroller)
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REQUISITION FOR PRINTING FUND DATE ACTIVITY OADER NUMSEREY o) 0y [108 NUMBER
[Dacernroeniaran use
AND BINDING SERVICE (NoN-aPPROPRIATEOD onLY
TO: THRY: (Approprtate Printing Conirol Authority) FROM (Originating Agency and Person to cantect & (elephone
sxtenaion)
1. TITLE OF PUBLICATION 2 NUMBER AND GATE
e e ]

3. PURPOSE, FUNCTION, ECONOMIES EFFECTED AND CONCURRERCES

e quakTiTY 1N [Tlsweers  [CJsers [ Jecoxs [TJeaos [Jorwen Goncifyils. SIZE OF PUBLICATION ¢ pigesnor

e PARTIAL DELIVERY REQUESTED 6. ~omPLETE DELIVERY REQUESTED . TRIMBIZE b FOLOED TO

DATE QUANTIY Y DATE QUANTITY wiDy e LENGTH wICT N LENGTH

7. BINDING (Use item I3 for additianal Instructions) s PAPER STOCK s. PRINT

[roose [TJstoe stircmen pao:i[Jroe (Jieer [(Jrieny [[JoorTom kop| easis lcoLor|race HEAD TO

winD coLon
SHEETS IN  [SETS IN PAD [SHEETS (N SEY |IES |WEIGNT N5 fonLy
[ leiueo [Jsacore stitcnen |pap nEsD | FoOT | s10E

{TJotmun 1

10. PUNCHING 2

NR HOLES [DIAMETER |C TO C XInND POSITION 3
4

", MATERIAL DISPOSITION 5

oS ~ T
HoLl | grnoy RETURN TO [y

NEGATIVES 7

ORIGHNALS N 8

12. CLASSIFICATION 9
10

13. ADDITIONAL INSYRUCTIONS DUMMY ATTACHED [ Jves [ JNO (P scaring, p ec.)

.
14, DISTRIGUTION INSTRUCTIONS (If desired, alac indicete peraon o be notified when job 18. APPROPRIATION CHARGEAJLE

is completed)

CERTIFICATION
THAT THE USE OF MORE THAN ONE COLOR i$ IN ACCORDANCE WITH DEPART-
MENTAL REGULATIONS.
THAT THE (LLUSTRATIONS USED IN THI5S PUBLICATION ARE NECESSARY AND
RELATE ENTIRELY TO THE PUBLIC SERVICE.
THAT THIS WORK (S AUTHORIZED BY REGULATIONS AND IS NECESSARY TO
THE CONDUCT OF OFFICIAL BUSINESS.

16. ORIGINATOR (Typed Nams, Signaiure and Date)

17. ACTION BY PRINTING CONTROL AU?NON!TV

(] aeererveo OISAPPROVED

TYPED NAME, SIGNATURE AND DATE

18, DATE RECEIVED 119. PRICRITY 23, NUMBER OF PRESS PRODUCTION
PRESS SIZE HOURS IN USE A s | UNLTS
FOR PLANT | 1 ST MASTERS .} IMPRESSIONS o
‘l X {
USsE ONLY i b b s e — e —
X ]
[20. DATE PROMISED 21. DATE COMPLETED 22. 0ATE OELWVERES | % I N T i
x
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RECEIPT OF COMPLETED JOB
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DATE OF REQUEST |DATE REQUIRED JOB NUNBER
REQUISITION FOR LOCAL DUPLICATING SERVICE

Y0: FROM: (Orgentization, Room Number, Peraon and Telephone Extension)

1. FOR REFERENCE CONSULT

2. DESCRIPTION (Title, Form Number, etc) [3:[T]NAME OF INDIVIDUAL TO CALL If TO BE PICKED UP

[JoeLIVER TO (It other than abave)

l
|
4
1

4. NO. OF MASTERS|B. NO. COPIES| ¢. TYPE REPRODUCTION '7. CLASSIFICATION 8. DISPOSITION OF ORIGINALS
EACH ‘
|
i
9. PAPER 10. 'C.?KLOR 11. PRINY '12. STAPLING YES NO
KIND SIZE FOLOR DONE SIDE DKEAD TO HEAD |LOCATION QF STAPLES
[]HeAD 1O FOOT [ ]HEAD TO [ JL [(]R I

13. ADDITIONAL SPECIFICATIONS (Including dietribution, punching, }\l. SIGNATURE OF REQUESTOR
peadding, etc) l

|

]15. SIGNATURE OF APPROVING OFFICIAL
!

FOR REPRODUCTION UNIT USE ONLY

16. DATE RECEIVED 17. PRIORITY 18. OPERATOR

19. NO. OF COPIES REPRODUCED 20. DATE DELIVERED 21. JOB RECEIVED BY
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DEPARTMENT OF DEFENSE .-~
DIRECTIVES SYSTEM TRANSMITTAL

NUMBER DATE FDISTRIBUTION

7760.3 - Ch 1 December 21, 1961 7700

ATTACHMENTS

Attachment 2 to DoD Instruction 7760. 3, Jun 16, 55.

INSTRUCTIONS FOR RECIPIENTS

The following page change to Department of Defense Instruction 7760, 3,
"Requisitioning of Printing, Duplicating, and Reproduction Work (DD Forms 843
and 844)," dated June 16, 1955, has been authorized:

PAGE CHANGE

Remove: DD Form 844, 1 Jul 55

Insert: Attached DD Form 844, 1 Dec 61

tacerin T Ik

MAURICE W. ROCHE
Administrative Secretary

WHEN PRESCRIBED ACTION HAS BEEN TAKEN, THIS TRANSMITTAL SHOULD BE DESTROYED.

SD 'sgtﬁ“ 106_1 PREVIOUS EDITIONS ARE OBSOLETE




REQUISITION FOR LOCAL DUPLICATING SERVICE

DATE OF REQUEST

OATE REQUIRED

JOB NUMBER

TO:

PROM: (Organisation and room number)

.

1. FOR REFERENCE CONSULT

3a. DELIVER TO

2. DESCRIPTION (Title, form number, otc.)

b, NAME AND PHONE NUMBER OF PERSON TO CALL IF TO BE

PICKED UP

4. NO. OF ORi- |5, NO. COPIES|6, TYPE OF REPRODUCTION 7. SECURITY CLASSIFICATION 8. DISPOSITION OF ORIGINALS
sinaLs gach [JoFrseT [Imimeo [] OTHER
Fs RETURN
(Specity) -
[T)DESTROY
9. PAPER 0. COLOR 11. PRINT 12,
INK

KIND SIZE COLOR [T] oNE sIDE [} HeAD YO HEAD COLLATE ves [(wno

[[JHEAD TOFOOY [ JHEAD TO [JL [(]JR | STAPLE (Clves [Jno

padding, location of staples,

13. ADDITIONAL SPECIFICATIONS (Including distribution, punching,

etc.)

14, SIGNATURE OF REQUESTER (Thie requisition containa no copy-
righted material other than that indicated on attached copyright re-

lease.)

15. SIGNATURE OF APPROVING OFFICIAL

FOR REPRODUCTION UNIT USE ONLY

16. DATE RECEIVED

17. PRIORITY

18. OPERATOR

DUCED

19. NO. OF COPIES REPRO- [20. DATE DELIVERED

21, JOB RECEIVED BY

22, DATE REQUESTER NOTI.
FIED JOB 1S COMPLETE

DD .2 844




